Districts that do not use a student information
system may use the MT Edition application to

store and extract data to submit on TEAMS.

Quick Reference Guide: TEAMS (Terms of Employment, Accreditation and
Master Schedule) is OPI’s online system used to
USlng the MT collect data for school accreditation (aka Annual

Data Collection). In the MT Edition, districts may
enter schedules, courses and teachers and assign

Edition for the

TEAMS Extract students to courses. Data may then be extracted
in a format suitable for upload into the “Teacher-
This guide explains how to prepare Class” screen of the TEAMS system.

the MT Edition application to
extract a”Teacher-Class” file to

upload into TEAMS. This guide is Before beginning, consider the following:

designed for schools that do not

have an existing student 1. What is TEAMS?

information system. e Terms of Employment, Accreditation and Master

Schedule (TEAMS) is a collection that replace the
previous Annual Data Collection (ADC). In TEAMS,

Topics covered in this Quick L . .
districts report courses and teaching assignments at

Reference Guide include:
the class level. page 2

*  Preparing Calendars 2. What calendar information is required?

E g e e Districts must identify student enrollment dates and

*  Entering Courses enter a daily schedule so TEAMS can accurately

e  Assigning Students to

calculate student instruction time. page 2
Courses

3. What information is required for teachers?

e (Completing the Extract

e Teachers must have an SEID (previously known as the
Folio Number), an employment record and an
assignment into a school to be attached to the TEAMS
extract. page 6

4. What do | need to know about the courses students are
taking?

e Depending on the certification of the educator,
students in grades K-6 generally need to be assigned
only to a grade level course. Students taking courses
from educators with specialized certifications (e.g.,
Physical Education teachers) and 7-8 and high school

students will need to be assigned to a specific subject
area course. page 9
5. How are students attached to courses with teachers?
e Teachers are assigned to the courses they teach and
students are placed on a roster for that course. The
TEAMS extract only records the number of students in
a course, but not names of students. page 15
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TEAMS - Terms of Employment, Accreditation, and Master Schedule

This collection will fulfill a number of new and anticipated reporting requirements in addition to replacing the

existing Annual Data Collection (ADC).

e The Terms of Employment collection reports the employment status of each employee of the district,

including position code, FTE portion, base salary, employment start and end dates, total annual days and
hours, Full-time/Part-time status, and permanent/temporary status.

o The Accreditation component collects information about the schools’ compliance with the Montana

School Accreditation Standards.

e The Teacher-Class collection includes information on course catalog and teaching assignments at the class

level.

This guide will specifically address the Accreditation and Teacher-Class portions of the TEAMS project.

More information on the TEAMS project may be found on the OPI webpage at:

http://www.opi.mt.gov/Reports&Data/Teams.html

MT EDITION CALENDARS

For general AIM reporting, districts
are required to create calendars with
basic district information. For the
purposes of the TEAMS collection,
districts must also enter Terms,
Periods and Days.

\
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System Administrator

Student Information

14-15 Cascade 7-8
Calendar Grade Levels

Save

Schedule Structure Terms

Periods

Using the MT Edition for TEAMS

Instruction
Calendar ID School
Census 32 1661 Cascade 7-8 (schoollD:1)
) *Name Number
Behavior 14-15 Cascade 7-8 1
Health *Start Date *End Date Summer School
Attendance 07/01/2014 ] 06/30/2015 7] [}
Student Day (instructional minutes) Teacher Day (minutes} Exclude
Scheduling B
Grading & Standards Whole Day Absence (minutes) Half Day Absence (minutes) School Choice
Programs E O
Type
Ad Hoc Reporting L Instructional -
User Communication Require Student Assignment
Assessment Testing Count Date
v System Administration 3
Attendance Comments
rolling 06/23/2014 11:48 AM -
Auditing
Batch Queue
~ Calendar
Calendar
Calendar Wizard



http://www.opi.mt.gov/Reports&Data/Teams.html

1415 Cascade 7-8

ave Tan chedulaTarms chedulaTarms
Tl ScheausTemms Emtor

Name

Full Year

Temm Scheduls Detal

Delete Tarm Schedule/Tarms

Terms

Terms define the periods of time in
which students are enrolled in
courses. If districts only have full-year
courses, only a full-year term is
required. If students rotate courses
on either a quarter, trimester or
semester schedule, click New Term
Schedule/Terms to define those
terms.

Enter Start Date and End Date for
each term. Click Save.

Name erima

QuEnErs
“Name “Sequence “Start Cate “Enc Cate

oo 1 003z0d o] 11062014 [T
o z 1awend [To] ovzeens
o 3 olzez0ts o] 0zTeas [
oo 4 03782015 o] osaseais o
* = I
(Baem )

Periods

Periods define the time that students spend in

courses. If the school is only recording time in
one course (e.g., 1%t grade or 2" grade, etc.), the e —
district only needs to create one period. (use

default for this.) If students transfer from one

1415 Cascade 7-8

Periods Diays

course to another (e.g., high school) the periods o
need to reflect that movement between
courses.

NOTE: If the MT Edition will be used to record
attendance, periods may be set up based on
times attendance will be taken (e.g., before and
after lunch).

Buto Create Pericd Schedules

Parametsr Ssdection

Thils Schedule Sinsciure fEs no Period Schedules, and Mis 1ol will create some for you
rifinke Campus supports muRiple Period Schadules, Dl only seled e Period Schedules
mesedad for pour Schedule Stnuciure

1. Salect Number of Period Scheaules

(1 PenorSchedulz) Singls Penod Scheduls
[[] {2 Periodschedules) A Day

[C] (3 Penodschedules) AE/C Day

[[] {5 Perodschedules) MATAWTIF Day
2. aiact Mumber of Periods for sach Pariod Scheduls

6
[ Creste PeniodSnedulesPeriogs ]

\

Click New Period Schedule to add a schedule.

Select Number of Period Schedules. For each
schedule, you must enter a list of periods and
times in the next step, so use the least
number of schedules as possible to reflect the
school’s activities accurately.

Select Number of Periods for each Period
Schedule. Enter the number of periods for the
schedule being added. You can add more in
the next step, if needed.

Click Create Period Schedules/Periods.
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1415 Cascade 7-8

Calendar Grade Levels

To list the period information, click

New Peniod Schedule
the schedule just added. E

Pariod SchedulsPeriods Editor

Schedule Structure Tarms Periods Days

1415 Cascade 7-8
Calendar Grade Levels

Schedule Structure Tarms Pericds Days

n Save Peried Schedules E Mew Peried Schedule n Delete Peniod Sched/Pernicds

hame
Cetaun
Period Scheduls Info
“Name “Sequence wetructional MUk Schoal Dy
el Schedule 1 mz 153
Pariod Info
“Name “Sequence Stant Time End Time Lunch Time Nor-instructiona
oA 1 0820 AM 02010 AM a 1
oz z 1L AM 1004 AM a |
w3 3 1005 AM 1115 PM a |
o 4 1119 AM 12108 FM a |
¥ Lunch 5 12109 FM 1257 PM a
s 3 1257 FM 0147 P a =1
e 7 0151 P az41 PM a |
w7 & 245 PM 0335 PM a 1
i 9 0340 PM 04205 PM a 1
e 10 TR 0E10PM a
P ACmizs i a |
==

Ingtructional Minutss Prafarsncs Tor 14-15 Schood Year
Exclude non-instructional pariods
Exciude non-instruciional minues
Exclude Tme gags Detween periods

Schonl Day Preterancs for 14-15 School Year
Exclude norHinstnuctionsl pariods
Include norHresTuCtionsl s
include time gaps betwesn periods

\

Enter a schedule Name (e.g., Bell
Schedule, Early Out Days, etc.), if
desired.

Enter Start time and End Time for
each period.

Check Non-Instructional for every
period that is not pupil instruction
time.

Click Save Period Schedules.

NOTE: After saving, the Instructional

Minutes and School Day minutes are
calculated, as shown on the Period
Schedule Info.
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Days

14-15 Cascade 7-8

c e Days
Th D b . d d f Day Rotati Print Print Rotation Multi Day Event
e Days tab is used to iaentify < october2014 - -
the days on which students sun [ Tos [ Tou | 7 | st | v 102
receive instruction. Holidays, LT T e — r——
I - R s%nTme Trne muon
early release days, and teacher 2
. . . - 3 5 7 ‘Comments
in-service days are included. b I e e I -
19 20 Fal e ] o -3 I
Excluding or shortening days U D I e e B ot
reduces the total number of Re———— (=
instructional minutes for a S s
10 In Sandce Optional
course. o P et Crternce
| TV: Teacher Vacation
Auto Create Calendar Days
Day Reset
This tool will generate a Day record for each day in the Calendar. If your calendar
dates are year-round, or larger than the days you need to track, enter a smaller
date range to only create Day records for days that have instructional meaning for
this Schedule Structure. If this function is performed on an existing calendar, all
days and day events will be lost outside the range you choose (Unless you choose Fir‘st, set the range for SChOOl dayS.
Fill Mis=ing Days Only’). X .
i D This should include your PIR days.
08/25/2014 5|
*End Date On the Days tab, click Day Reset.
E?mf”zm‘ K Enter the Start Date (the date of the
uration
0 first PIR day) and the End Date (the
F""“""g Tem ey date of the last PIR day). If school is
v
Men Tue Wed Thu Fri gt Sun not held on Friday, un-check Frlday
[l ]
Create Days Click Create Days.
Second, adjust for days school is not held.
14-15 Cascade 7-8
Select a date by C“Cking the number For Calendar Grade Levels Schedule Structure Terms Periods Days
Save Day/Day Events Delete Day/Day Events Day Reset Day Rotation Print

PIR days, uncheck Instruction and
Attendance. For holidays or other non-

school days, uncheck School Day, Instructi

on

and Attendance. For shortened days, enter

the Start Time and End Time.

To enter Day Events, click Add Day Event.
Select Type.

Click Save Day/Day Events. Repeat for all
altered instruction days.
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Day Detail
Date

Sun | Mon | Tue | Wed | Thu

Fri

09/01/2014

04

*Period Schedule
Bell Schedule +

School Day Instruction

]

Start Time

[

End Time Duration

0
20 || Comments

s

21 23 24

27

28 pt} 30

Type Duration Inst.
Minutes.

~ Event on this Day

X OH: Holiday - Other

Add DayEvent

g
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TEACHERS

To include a teacher and/or para-
professional responsible for student
instruction in TEAMS, add them to
the MT Edition application using the
following steps.

From the Index, expand Census. Select Staff
Locator.

Enter the teacher’s Last Name, First Name
and Gender. Click Search.

Year [14-15 [¥]  school [Cascade 78 [=] Add Staff
Index Search Help Staff Locator
4 staff ssarch

System Administrator
+ Student Information Search for 2 eta 2lnesdy tracked In Campus using e Tiekis provided, requined fizkds are in red _ Selecta et from e listor cllck on Creste New S
* Instruction
* Cenzus LzstName~  Classroom Name SaSseD | Genger| Eim Dae %

Peapk First Name*  Teacher ClzsEm0om, Teacner 12345 M 100

~ Clzssroom, Tescher 3 128651 M &

Househokis == vk v Cizssroom, Tesoners 126663 M &

Addresses Birn Date [ Clzssroom, Temcner 7 126855 M &

Add Perzon Mgz izl

SNE
Add Household
Sl S 0
Add Address.
Search —»

Staff Locator i

Census Wizard @

+ Tools

= Reports
+ Behavior
= Health
+ Attendance
+ Grading & Standards [ Create New Disirict Staff —= ]

The search results display any teachers
entered into another District or MT
Edition. Verify the teacher’s demographic
information and select the corresponding
match.

NOTE: Hovering over the name of the
teacher will show the last district of
employment — the same as the student
locator does for students.

Montana
Office of Public Instruction
Denise Juneau, State Superintendent
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Stafr Ssarch

Last Name*  Classroom
FWEl Mame™  Teacher

Genger- Make b4
Birn Daie |
Kiladie infial
sENE - -
ST EEEID
Search —»

‘Search for a stz already tracked In Campus using e fields provided, reguired fields are In red . Select a 543 from e list or click on Creste New Safm

Name SETsEeD | Gender| SimDae %
Clzsaroom, Tezemer HE M 1
Clzsaroom, Tesener 3 M &
Clzssroom, Tesener 3 3 M &
povens — +

Staff from district: Arlee Public Schools, click to add to
current district.
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5taff Locator

Etaff $sarch

‘Fearch for 3 staf 3ineady racked In Campus using e fizkds provided, reguined fiekds ane in red . Select a st irom e list or click on g

[ L =— Name samsEeiD | Genosr| Bim Dake %
S [ Mo Maches fund

swoer Mz w If there is no match for the teacher being
Bir Date [ A L.
N entered, click Create New District Staff.

Search >

Person Information
“Last Name *First Name Widdle Name Suffix
Professori Edwin -
*Gender Birth Date Soc Sec Number

Male - e -
Race/Ethnicity

Is the individual Hispanic/Lating?

-

Is the individual from one or more of the these races?

Required fields are: Last Name, First Name, {check all that apply)
Gender and Employment Start Date. E’”‘m"'”ca” indian or Alaska Native
Asian

H f h TEAMS h ["] Black or African American
owever, Ttor the eXtraCt' the |:| Native Hawaiian or Other Pacific Islander

teacher’s SEID (Folio Number) must be [T white

entered in the Staff State ID field. . -
Race/Ethnicity Determination

-

Enter the required data and click Save. Home Primary Language
NOTE: The Staff State ID number was

. Student State D
previously an auto-generated number. The
Local Staff Number

district may need to replace the auto- SaeEees Tooa0e
generated number with the correct SEID
number.
End Date
]
Teaching Years Modifier
License Number FTE Percent
Seniority Education
Save(?lﬁ
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Professori, Edwi ; P ;
ko Indicate District Assignments

Demographics Identities Howseholds Relationships Enrcliments District Employment District Assignments

save [ Delete Ney Select the District Assignments tab and
.
click New.

Select the School, enter a Start Date
and check the box for Teacher (if the
teacher will be a Team Member for

— Special Education students, also check

Cascade 7-8 - -
smrome EES o Special Ed and/or Advisor). Click Save.
oazse0me [T | hd
FTE of Assignment  Assignment Code
- | 7 . . .
TS S Progrm et Ak e If a teacher is assigned to multiple
B i laf la | O

Aot S| Covsn Pt B Bl St Se s AN P schools, create an assignment for each

school.

Montana State Educator Information System

te of Montana Office of Public In

The teacher’s SEID (Folio Number) may 8 oo e O s 5 351 o, T 3070

Public Guest (Public)

be found on the teaching certificate or EC
located using the Montana State Scsen tep - ~ Uoamseciss g e
Educator Information System (MSEIS) P —— e
Educator Search at: ] — —— T
https://apps3.opi.mt.gov/MSEIS/autos Iz = o 5 5 —

View 34334 Seim Debarah A F INACTIVE
tart.aspx?Public=1 e icias £ O d e

foamCL = 2 5 R
Enter any of the known elements of vow sz s : ; seome

’ i - = == n £ e

the teacher’s demographics and/or =g T : 2 T
license information and click Search o == zz b C 3 s

View 48401 Seitr Winfield (-] ] INACTIVE
Educators. T T T ——

Montana State Educator Information System
Public Instructi

State of| uction
Mail all required documents to: OPI-Licensure, PO Box 202501, Helena, MT 59620
‘Deise Jurean. Montars State Supsrinsendent

Click View to see the specific

SS0Public Public Guest {Public)

Location Frimary Information

el Full Name: Richard T Seitz
SEID: 28458
Screen Help

e S the selected teacher.

Contact Support

license history and information for

OPI Home Back To Search Screen

Logout
Logout of MSEIS

The SEID is located at the top of

Licenses

7
—= e S T the page, under the teacher’s
Select  Class 1 - Professional Teaching Issued CONVERT 612012009 612212009 TH2009 6302014
Select |Class 3 - Administrator Issued CONVERT 62012009 62212009 TH2009 6302014
Select |Class 1-Professional Teaching Renewed CONVERT 2192004 20812004 THRO0D4 6302009 n a m e .
Select | Class 3 - Administrator Renewed CONVERT 21912004 20812004 THR004 630/2009
Select |Class 1-Professional Teaching Renewed CONVERT 45811999 481990 TH/1999 B30i2004
Select | Class 3 - Administrator Renewed CONVERT 45811998 481990 7nnesg Bi30:2004
proall et Mty Fanewad | ConvERT e o et NOTE: Information shown here
Select |Class 1 - Professional Teaching Renewed CONVERT 62911880 61201980 71989 6301804
Select |Class 3 - Administrator Renewsd CONVERT 6i20/1869 BI291080 THH989 6301904 . . .
Select |Class 2 - Standard Teaching Renewsd CONVERT 291982 911982 THH982 51301967 Was obtal ned from the publ IC SItE-
Select | Class 2 - Standard Teaching Renewsd | CONVERT e WN9TT THH9TT 630/1962
- Districts have access to the secure
Endorsement Description Staus  Source | Recommend  AppDale Issued Effective |  Expires | .
Do (5 | Srees Comnksto | Boeo | comeRt zvao | scozon | Tzoe | saazore MSEIS/TEAMS site.
028 MAT - (Secondary (5-12)) Mathematics Issued CONVERT 812012009 812212009 TiI2000 630i2014
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https://apps3.opi.mt.gov/MSEIS/autostart.aspx?Public=1
https://apps3.opi.mt.gov/MSEIS/autostart.aspx?Public=1

COURSES

Courses are entered into the MT Edition depending
on the certification of the teacher and the grade
level of the student.

For elementary students taught by K-8 certified
I”

elementary teachers, only a “grade leve
(e.g., 1t grade, 2" grade, 3™ grade) is required.

course

Students taught by a specialist need to be enrolled
into their specified courses (typically middle and/or
high school students). Districts will also need to

account for specialists who supplement a student’s
education (e.g., K-6 physical education teachers).

General Elementary Courses

Select the current Year, School and/or

Index Search Help Calendar.
-~ Add Course
Delete .
R From the Index, expand Scheduling
= = s e and select Add Course.
mr——
= Enter Number and Name (district
Sonedule Load Priory Temms  Schedules Perlods  Secions o Bulld .
2 P e e specified), Max Students (set at a
GPA Wizight Eorus Pols Transerigh Faguired
- g g o higher number than would ever be
= . em o enrolled in the course), Terms (same
- o
Foneroom = e L as number of terms entered on
o "] (] I ]
= - & calendar), Schedules (typically 1),
i Periods (number of periods for
course), and check Allow Student
Requests.
OPTIONAL: Check Homeroom and
Attendance as appropriate — if using
the MT Edition application to take
attendance.
\ November 2014
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Under NCES Data, choose SCED Subject Area,
SCED Course Identifier, SCED Lowest Grade,
SCED Highest Grade, SCED Course Level and
SCED Sequence (1 of 1, unless splitting a full
year course into semesters —1 of 2 —or

The NCES code auto-fills
after this identifying data is entered.

trimesters — 1 of 3).

Click Save (top of screen).

NOTE: Elementary courses are numbered 51
to 73 and contain the notation (prior-to-
secondary).

For specific information on K-12 Course
Codes and course mapping, see the OPI
School Staffing webpage at:

http://www.opi.mt.gov/Reports&Data/TEAM
S.html#enm1 6

2 NCES Data
NCES Code

73034
SCED Subject Area SCED Course ldentifier
T3: Nensubject Specific (prior-to-secondary) - 034: Grade 4 -
SCED Lowest Grade SCED Highest Grade
04: Grade 4 - 04: Grade 4 -
SCED Course Level SCED Segquence: (part n of m parts)
GE: General Education - 1T = gfl1 =

NCES Code

THM

SCED Subjed Area SCED Course identifier

T3 Nonsublect Spaciic (priar-io-secondary) b 034 Grade 4 hd
SCED Lowes! Grade SCED Highesl Grade

4 Graged hd M- Grage 4 -
SCED Course Ll SCED Sequencer (par nafm parts)
GE: (zenaral Education b i vl -

Middle/High School Courses

Select the current Year, School and/or
Calendar.

From the Index, expand Scheduling and
select Add Course.

Enter Number and Name (district

Year [14-15 [x] school |Cascade 78 [~]

Index Search Help

specified), Max Students (set at a higher
number than would ever be enrolled in

System Administrator
the course), Terms (same as number of
= ——t core e e Cl Z terms entered on calendar), Schedules
Cofe ACROEM SURCIATEE [CORE) v ENgIEn ENG) - . ) .
== T (typically 1), Periods (number of periods
‘Schedule Load Priorly Wi Shudenty T |
T St S for course), and check Allow Student
Eod il Bonus Pols Transeript Required
: o o Requests.
Tie2
Aty ‘iocational Code . . .
- & If the course is Distance Learning or Dual
romeroom prem=— Junmamenamnce  rigr
L = S - = Enrollment, check the appropriate box.
= WVHEIE'
I If the course is part of an Alternative

Education Program for At Risk Youth,
check the Alternative Ed Program box
under Custom Data Elements at the
bottom of the Course tab.

OPTIONAL: If using the MT Edition
application to keep attendance, check
Homeroom and Attendance as
appropriate.
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http://www.opi.mt.gov/Reports&Data/TEAMS.html#gpm1_6
http://www.opi.mt.gov/Reports&Data/TEAMS.html#gpm1_6

Elementary (Grades 5-8): Under NCES
Data, choose SCED Subject Area, SCED
Course Identifier, SCED Lowest Grade,
SCED Highest Grade, SCED Course Level
and SCED Sequence (1 of 1, unless

s g . NCES Code
splitting a full year course into semesters 55165
. SCED Subject Area SCED Course ldentifier

- 1 Of 2 —or tl’lmestel’s - 1 Of 3). 55: Fine and Performing Arts (prior-to-secondary) - 1685: Crafts -
SCED Lowest Grade SCED Highest Grade
07: Grade 7 hd 08: Grade & hd

Cl |Ck SaVe. SCED Course Level SCED Seguence: (part n of m parts)
GE: General Education - 1T = pof1 -

NOTE: Elementary courses are numbered
51 to 73 and contain the notation (prior-
to-secondary).

For specific information on K-12 Course
Codes and course mapping, see the OPI
School Staffing webpage at:

http://www.opi.mt.gov/Reports&Data/TE
AMS.html#tgpm1 6

High School (Grades 9-12): Under NCES Data,
choose SCED Subject Area, SCED Course
Identifier, SCED Lowest Grade, SCED Highest
Grade, SCED Available Credit, SCED Course Level

and SCED Sequence (1 of 1, unless splitting a full

CeS Coe year course into semesters — 1 of 2 —or
SCED Subject Area SCED Course ldentifier trimesters —_ 1 Of 3)
05: Fine and Performing Arts - 165: Crafts - '
SCED Lowest Grade SCED Highest Grade
09 Grade 9 - 12: Grade 12 - CIle Save
SCED Available Credit (Carnegie Units) :
5
SCEDiCouesellevel SCEDisepence Pt e} NOTE: Secondary courses are numbered 01 to
GE: General Education hd 1 *oaf 1 -
22.

For specific information on K-12 Course Codes
and course mapping, see the OPI School
Staffing webpage at:

http://www.opi.mt.gov/Reports&Data/TEAMS.

html#gpm1 6
\ November 2014
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http://www.opi.mt.gov/Reports&Data/TEAMS.html#gpm1_6
http://www.opi.mt.gov/Reports&Data/TEAMS.html#gpm1_6
http://www.opi.mt.gov/Reports&Data/TEAMS.html#gpm1_6
http://www.opi.mt.gov/Reports&Data/TEAMS.html#gpm1_6

Courses by Specialists

If the K-6 (or K-8) curriculum uses
specialists in courses such as Music, Art,
etc., enter those courses separately
from the grade/classroom courses (e.g.,
1%t grade, 4" grade, etc.).

Select the current Year, School and/or
Calendar.

From the Index, expand Scheduling and
select Add Course.

Enter Number and Name (district
specified), Subject Type, Terms (same as
number of terms entered on calendar),
Schedules (typically 1), and Periods
(number of periods for course).

OPTIONAL: Check Homeroom, Allow
Requests and Attendance as
appropriate.

Year [14-15 [*] school [Cescade 72

Index

Search

Help

- Add Course

“Hame

K103 PE |
st Tiee
Eask: Elementary Curriculum (ELEM) ¥
Demare
-
Soneule Lozd Priorsy Hixx Shtets

Terms  Sohedules Periods|  Sections B Sulld
1 1 1 a

Borus Pols Transerigt Reguired
o L4l L4l u]
R Reguiar -
ACIMR} ‘Vocational Code
- 7]
Homenoom recuests Repeatanle Afendance| UnRARendance  High Senool CredR
"] o =] [ o =]
b o
= Comments

Elementary (Grades K-6 or K-8): Under
NCES Data, choose SCED Subject Area, SCED
Course Identifier, SCED Lowest Grade, SCED
Highest Grade, SCED Course Level and SCED
Sequence (1 of 1, unless splitting a full year
course into semesters—1 of 2 —or
trimesters — 1 of 3).

Click Save.

WICES Code

S

SCED Sunject Area SCED Coursa ioemmer
05 Pysical, Heal?h and Sately Educalion - 001: Piwysleal Education
SCED Lowest Zrade SCED Highest Grade
KF: Kinderganen Full Tine  w 065 Grage 6

SCED malianle Cred (Camegle Unks)
1
SCED Course Lawel

GE: Genaral Educstion v 1 v v

SCED Sequencer (part n of m pars)

NOTE: Elementary courses are numbered
51 to 73 and contain the notation (prior to
secondary).

For specific information on K-12 Course

\

Codes and course mapping, see the OPI
School Staffing webpage at:

http://www.opi.mt.gov/Reports&Data/TEA
MS.html#tgpm1 6
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http://www.opi.mt.gov/Reports&Data/TEAMS.html#gpm1_6
http://www.opi.mt.gov/Reports&Data/TEAMS.html#gpm1_6

Creating Sections

Sections define the time period that
courses occur and link teachers and
students to courses.

Choose the current Year, School
and/or Calendar. From the Search
tab, Search for Course/Section. Click
Go.

Choose a course. Click the Sections
tab.

Year [14-15 [¥] school [Cascade High Schaol [+]
Index Search Help b250 Freshman English

Course Sections Grading Tasks Standards Compaosite Grading
Course/Section Izl

gaction Tm.“m Term  Scheduls Perlod  Ssats Taksn Schaduling Group
Add 2 Baction

Assessments

Advanced Search

Search Results: 3 Courses
B200 Underwster baskstwsaving
b230 Freshman English

BE00 Arts in Culture

b250-1 Freshman English

Teacher:
Section Staff Histony Raoster Attendance
Save Delete
SectionlD
1
“Saction Number Teacher Display Name
1
W Studerts Lumch Count Mik Cout Adult Count
125) | "] O
FRoom Skinmy Seg Homenoom
-
Distance Clzss (Override)
o
IPrimairy Taachsr
Thers ks no active primary teacher for this section.
Sesshon Typa Sesshon Numbar
SY.Full5chodl Year + 0101

Click Add a Section.
Enter Section Number. Select Session Type.

The Session Number corresponds to the Session Type.
For example, if Session Type is Quarter, the Session
Number for this course will be 1, 2, 3, or 4 for 1%
quarter, 2" quarter, etc.

For a full year course there is only one Session
Number.

Check the boxes that correspond to the time the
course is offered. If a course is offered more than
once per day, create a separate section for each time
the course is offered.

Click Create Section.

S Full Szhoal Year
TME: Trimester
TW: 12 Monfh
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Click the Staff History tab. b250-1 Freshman English

Teacher: Mons Assigned

Section Staff History Roster Attendance Grading By Task Grading By Student

Select New Primary Teacher. Select a name from [l sove [ Mevpimary Tescher [ New Tescher [ New Section o

the Name dropdown list. - —r — E—
Thars ks no active primary teacher for this ssction.

Choose a Role.

The teacher selected as Primary Teacher should

have a Role of 00: Teacher of Record and hold an ST D 200 £ D e 20wt T I S MEATDETS St WOrking e T a3y e st e

0T 5400 Working In e section Defore e 135t day of e 135t scheduled kerm.
staft History Detan

appropriate MT certification to teach the selected Primar) Tescre
. “Name ‘Sta Cate End Cate District Assignment Role
course. Only one Primary Teacher may be gl Lara = = I

00: Taacher of Record
02: Co-Taacner General Education
05 Co-Tescher Special Education
04- Co- Teacner TRiR|
05 Co- Teacner ARemthe Education
H 07- Instruciional Para Seneral Ed

Click Save. | Tescher DispisyMiamsonection |esdsieriipuied

Miaking 3 chEnge 1o e Teacner Disaiay Nams here will jpdsie Pe vahue on e Secton | oo =207 TR T
£ 10: instructionz Para AE
71 Continue wsing e current Teacher Display Name from me Section B30 12: Faclifsior

Comments

identified for each course.

NOTE: For distance learning courses, the district 191 Lse 2 new Teacher Diepiay Name on e Secion . igle-Wiker, Lo L1yt RIS St Repored
must have a Facilitator assigned to the course
under Primary Teacher.
b250-1 Freshman English
Teacher: Ingalis-Wilder, Laura . .
Section Staff History Roster Attendance Grading By Task Grading By Student Roster Sstup If anOther teaCher WI” be Sharlng the
n Save E Mew Primary Teacher E Mew Teacher H Mew Section Staff teaching responsibilities with the
3tafr Histo
= T IODE ok - Primary Teacher, select New Teacher.
Ingalis-Vikder, Laura Teacher of Record
Choose the name of the second
] teacher from the dropdown list and
start DCiate flekds shoukd working e first day of e

choose a Role.

“Name Start Cate End Cate District Assignment Rolke

Eriggs. SeonEke w i} | w O Co-Teacher GeneralEducatin w C||Ck Save_
Comments
= NOTE: The teacher holding the proper
D o oy : endorsement for the course should be
@ Contine s o r 3 . . .. .
e B e identified as the Primary Teacher.
(7 Use @ new Teacher Display Name on e Sectlon i =00 S=oee
b250-1 Freshman English
Teacher: Ingalls-Wilder, Laurs
Saction Staff History Raster Attendance Grading By Task Grading By Student Roster Setup
|f another Staff member W|” be Sharing the ﬂs“e Eua.\ Frimary Teacher ENeﬂaasrer HNe.\ Section Stafi

teaching responsibilities (e.g., a para-
educator) with the Primary Teacher, select
New Section Staff. -

40 11} +
s Dt fielcs should g S !

Choose the name of the staff member from
the dropdown list and choose a Role.

Click Save.
Teacher Display Name hen ]
18 Continue using e current Teacher Display Name from e Seotion ta- Ingalis-UWikdar,
(71 Use a new Teacher Clsplay Name on e Seofion B
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CREATING ROSTERS

TEAMS will derive an enrollment count from
student rosters entered in MT Edition and
uploaded into the TEAMS Teacher-Class data
collection

After searching for the Course/Section (see
page 13), select the Roster Setup tab.

Students may be selected in multiple ways:

e Copy student from this section: —
Select a section for which students are
already enrolled, and the screen will
copy that list of students to this
section — helpful if there are AM and
PM sections of a course or all students
in a grade are taking the same
courses. NOTE: When using this
option, students don’t appear under
Current Roster until Save Student List
and/or Copy Section is selected.

e Show Students in this grade only: —
Select one grade level to display a list
of students in the specified grade level
— useful for enrolling students into a
course that only applies to one grade
level. Click student names to add to
the Current Roster. Click Save Student
List and/or Copy Section when all
students have been added.

o All Students: Select students from the
list of all enrolled students. Click
student names to add to the Current
Roster. Click Save Student List and/or
Copy Section when all students have
been added.

\

B500-1 Arts in Culture

Sawve Student List and/or Copy Section

Copy student fom this section:

Current Roster{0/25)

Roste Attendance ing By Task Gr: By Student Roster Setup ter Batch Edit
Save Student List and/or Copy Section
| Coprw student fom this saction: hd
Current Eoster{0/25) hd
MicDonald, Ronald (12) 10745
Rz, Racnel R(11) 111812
B500-1 Arts in Culture
Rostes Attendance By Task Grading By Student Roster Setup ter Batch Edit

B500-1 Arts in Culture
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Denise Juneau, State Superintendent
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Roste Attzndance By Task Gra By Student Roster Setup Roster Batch Edit
Save Student List and/or Copy Section

Copy studant fiom this saction: -
Current Roster{025) -

Berny, Jack (10}

MecDonaid, Ronaid (12} 10745

Ry, Rachel R(11) 111612

November 2014




B500 Arts in Culture

Course Sections Grading Tasks Standards Composite Grading
Save Dielete
= Courss Information
Cowrsell 4
“Mumber “Mame
B300 Arts I Culure
Subject Type Core Acasemic Class
Core Academic Subject ATe3 (CORE) + Alts (ART)
Siale Code Depariment
-
Scheduls Load Priornky Wiz Sh0ents
= ] ] a
GRA ieignt Bors Poinis Transenigt
a O O
Tiee
HRC Homars -
ANy
-

Irl

Duzl Enroliment Credi

O

Terms Sohedules Perlods  Sections 1o Bulkd

Allow feacher requesisirecommendations Repeaiable ASendance UnkASendance Hilgh School CredR

Assescments

Sandands-based  Acie

o i}

1]

Reguired
O

woctional Code

a

o O

Navigate to the student’s
Schedule tab:
(Index/Student
Information/General).
Click the Schedule tab.

Click Walk-in Scheduler.

Students may also be added to classes
individually. This method is
recommended for enrolling students
after the first of the year and for
recording course changes.

To enable this functionality for a course,
check Allow student requests on the
Course tab.

Assessment

Credit Summary
Summary Enroliments

Taile - Group by Course (All Terms) o]

Schedule

Term Qu 1 erm erm
(08725/14-11/02/14) (11/03/14-01723/15) (017241 5-03727115) (03/28115-05/31/15)

Behawior Gradustion AdHoc Letters. Records Transfar

Transciipt

Print OR  [Choosea repart option [r] Walk-in St |

Attendancs Flags Grades

Display Active and Dropped Courses

Term Qu 4

Ferodints
Name Seq Time Lunch Time Non-Instructional
10| 1 O30S AM- 545 AM| [ ]
z 2 0348 AM - 09032 AM| a =
3 3 0T40AM - 1022 A a =
Lo [ =
5|3 [ ]
6 |6 q =]
7 7 a =
a8 | [ =
ER] [ ]

Benny, Jack

Credit Summarny Azssszment Behavior Graduation AdHoc Letters Records Transfer
Summary Enrcliments. Schedule Attendance Flags Grades Transcript
Taoke - Group by Cowrse (Al Terms) [ Dizplay Active and Dropped Courses Print R |Choose a report ogtin [

3 Loma (3 Unioad [3 Ena [ Restons (7 Suoent Reguests

Emacive De 0 Tems @4 Fz @3 #s
IS =
12014 - G201 G2E2015 - A5 1201
EWFTY EMPTY EMPTY EMPTY
%w‘w EMPTY EMPTY EMPTY
Em EMPTY EMPTY EMPTY
4] EMPTY EMPTY EMPTY
Blewerr EMPTY EMPTY EMPTY
[<[Eg EMPTY EMPTY EMPTY
Elewery EMPTY EMPTY EMPTY
Elewerr EMPTY EMPTY EMPTY
Bleverr EMPTY EMPTY EMPTY

Click the EMPTY link on
the student’s schedule for
the period you want to

View Schedule

Section Search

schedule. A list of

courses meeting at that

Fian Cae 10ez04 [

‘Course Numbar

Couree vame time will appear in a
Depariment - .

Tescher Section Search to the
Tem .

— right of the schedule.
Soheduke

Click the section below
the course to add it to the

B500 Arts in Culturs

g

E500-1 (0425) Ingalis;iVikder, Laura T-Cu 1-Qu 4 P EP= 0

student’s schedule.

\
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T40A-1
Course Changes PE/Mealth 10-1st
940A-5 EMPTY EMPTY
Algebra 2-1st
When a student moves from one P o e
course to another, do not deleted Honors English 10-1st
43041 EMPTY EMPTY
the course from the student’s Spanish 2-1st
h d I ENMPTY EMPTY EMPTY
schedule. 72241 EMPTY EMPTY
Jazz Enzemble- 1=t
As with an enrollment, end date 5204-2 5204-2 EMPTY ENPTY
Biology 1-1st Biology 1-1st
the first course, then add the new Drop:10/04/2013 Drop:10/04/2013
course. T23A-1 T23A-1
Symphonic Band - 18t | Symphonic Band - 1st
Start 10/07/2013 Start 10/07/2013
BE0A-T EMPTY EMPTY
Study Hall 1st
ENMPTY EMPTY EMPTY
ENMPTY EMPTY EMPTY
EMPTY EMPTY EMPTY
TEAMS EXTRACT
Year [14-15

Index Search

System Administrator

+ Student Infarmation ey MUST be witiln e same schoal jear.

[*] school |Cascade High School [»]
Help

- Thils ool will extract data fo complele several formats of e MT Siste-defined reporiing formats. Choose e Siske Format o get he
ke In e st defined tab seperzted flle Ranmiat, oferwise choose one of Me lesting oebugging farmats. I muRlple calendars are
selected IR b5 Tecommendsd Bt il 12port be genersted Tough e St to BEon option. I muRiple cxlendars are seleoted,

* Instruction

» Census

* Behavior Extract Options Losset Calsnaars

o [T
= Attendance — = = - - -

+ Scheduling 1415

Enraliment Count Date

- 151 Mondzy In Oconer
v Grading & Standards

14-15 Gt 78

14-15 Cascada High Schoal

+ Frograms SanDate 05012014 7] EnaDate 05512015 71|

14-15 Cascade Sonhoal

= Ad Hoc Reporting

(e | [ Smmsss

G

= User Communication
» Assessment
= System Administration
+ FRAM
+ Messenger
* MT State Reporting
MT Data Upload
MT Extracts
TEAMS Extract
MT Transcript Extract
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From the Index, expand MT State
Reporting and select TEAMS
Extract.

Under Format, select CSV.

Choose an Enroliment Count
Date. (TEAMS uses the October
Count Date)

Select one or more Calendars.
Click Generate Report.

NOTE: TEAMS uploads are done
by school. A separate upload file
should be created for each school
(but may include multiple
calendars for that school.
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Prior to generating the report, a
screen will open showing two
warnings:

Warning 1: Teacher or staff member
is assigned to an active section but is
not assigned a state teacher role -
need to verify that each section has an
assigned Teacher of Record.

Warning 2: The following courses and
sections have a credit amount that is
greater than 2.0.

If both warnings show Number of
Records: 0 OR all issues have been
resolved, click Click Here to generate

to generate the reporis

g

‘Warning 1: Teacher or staff member is assigned to an active section but is not assigned a state teacher role.

Number of Records:0

Warning 2: The following courses and sections have a credit amount that is greater than 2.0.

Number of Records:0

report.
A B c D E F G H T 7 K
1 |FiscalYear OwnersLegalEntityCode OwnersSchoolCode LocationsLegalEntityCode LocationSchoolCode SEID  CourseCode SessionTypeCode ctionCode Teachert g
2 2014 1211 616 1211 646 37036 73033 SY 1 iN
3 2014 1211 646 1211 646 37036 73034 S¥ 1 iN
a 2014 1211 646 1211 646 37036 73035 SY 1 iN
5 2014 1211 615 1211 646 37036 73036 SY 1 iN
6 2014 1211 646 1211 646 37036 73033 SY 1 iN
7 2014 1211 645 1211 646 37036 73034 SY 1 iN
] 2014 1211 646 1211 646 37036 73035 SY 1 iN
s 2014 1211 646 1211 646 37036 73036 SY 1 iN
10 2014 211 646 1211 646 113010 73031 SY 1 1y
1 2014 1211 646 1211 646 113010 73030 SY 1 1y
12 2014 1211 645 1211 646 112010 73031 SY 1 1v
13 2014 1211 616 1211 646 113010 73030 SY 1 1y
1 2014 1211 645 1211 646 112009 73032 SY 1 1v
15 2014 1211 646 1211 646 113003 73035 SY 1 iN
15 2014 1211 615 1211 646 112009 73031 S¥ 1 iN
17 2014 1211 646 1211 646 113003 73032 SY 1 1y
18 2014 1211 645 1211 646 113009 73031 S¥ 1 iN
13 2014 1211 646 1211 646 113003 73036 SY 1 iN
2 2014 1211 645 1211 646 113009 73036 SY 1 iN
21 2014 211 646 1211 646 113003 73035 SY 1 iN
2 2014 1211 646 1211 646 3734 73034 SY 1 1y
23 2014 211 646 1211 646 3734 73033 SY 1 1y
2 2014 1211 616 1211 646 3784 73033 SY 1 1y
25 2014 1211 645 1211 646 3734 73034 SY 1 1v
2 2014 1211 616 1211 646 3782 73036 SY 1 1y
27 2014 1211 646 1211 646 3732 73035 S¥ 1 1v
28 2014 1211 646 1211 646 3782 73035 SY 1 1y
29 2014 1211 615 1211 646 3732 73036 SY 1 1v

Verify that data is entered into all
fields.

If data is missing, check the steps
above to correct the missing field.

If all data is entered and accurate,
the file is ready for upload to
TEAMS:

https://apps.opi.mt.gov/SSO/Logi
n/Login.aspx (TEAMS Login

Screen)

Follow the instructions provided
in the TEAMS User Manual to
upload the file:

http://www.opi.mt.gov/Reports&
Data/Index.html?gpm=1 11

uploaded it into TEAMS.

NOTE: If you want to make changes in the file before uploadinginto TEAMS, you must import this
file into Excel (i.e., not just open the file in Excel) to make any edits prior to uploading into TEAMS.
The instructions for doing this begin on page 140 of the TEAMS Users Manual or you can view the

video here. When done making edits, click “Save As...” and save it as a CSV file, which can be

For further assistance, contact the AIM Help Desk at
opiaimhelp@mt.gov or 1-888-424-6681.

Achievement Montana
" - in Montana ' Office of Public Instruction
- Denise Juneau, State Superintendent

opl.mt.gov
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https://apps.opi.mt.gov/SSO/Login/Login.aspx
https://apps.opi.mt.gov/SSO/Login/Login.aspx
http://www.opi.mt.gov/pdf/schoolstaffing/TEAMS_User_Manual_Reference_Guide.pdf
http://www.opi.mt.gov/pdf/schoolstaffing/TEAMS_User_Manual_Reference_Guide.pdf
opiaimhelp@mt.gov
http://opi.mt.gov/pdf/SchoolStaffing/TEAMS_User_Manual_Reference_Guide.pdf
http://opi.mt.gov/Streamer/TEAMS/ImportCSV_intoExcel.mp4

